: J
FORM FOR RECORDING ASSESSMENT INSTRUMENT PLAN

Abbreviated | Learning Behavior {
o ‘ Assessment Instruments
Objective to Be Assessed ~
|
]
]
™
?
\
3

Full Tt Provided by ERIC.

ERIC 48




7. DEVELOP DATA COLLECTION PROCEDURES

Definition; DATA COLLECTION—The act of obtaining day from or dbout program participants by means of a specxfled

pronedure or set of procedures. . o,
: : ‘ t
v . !
EXAMPLE
Assessment Instrument - Duta Collection Procedures Date
. XY Achievemert Test I, Training staff and faculty in test administration » ¢~ o Sept 5
| scoring proceduses
2, Select random sample of smdé}ts fo be assessed Sept. 10 | ‘
3, Administer the test according to the standurdized Oct. 5-16

instructions in the test manual

4. Monitor testing and assemble completed Oct. 3-16
Instruments

WHAT ARE YOU EXPECTED T() DEVELOP FOR THIS“SECT(ON‘.’X7 '

o Alist of data collection procedures for each assessment instrument

39
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AR

| ~ INSTRUCTIONS

|, Refer to the previous section on Identifying Assessment Instruments, page 33. List the inslruments you have selected ;\l

on the form on page 42 under the appropriate culcuory (i.t.. achivement les1s, observation instruments, question-
gaires, checklists/logs). ,

Check to'sc if there s 4 test administration manual for each instrument.
' | _ : . ‘

If there is  ‘mynual avaisble for any of the instruments, determine whether standard inslructions are available for

admyhistering the instruments and scoring the fesuls. Check the uppropriute columns for each ingtrument,

f thrc are standard instructions for admmlslmng p und suoring e assessment insruments you will be using, label
cach test administration manual with the number of the program objective (0 be assessed (i e, pmgram objective 1),
Have the manuals available for future reference. _— !

-~ . ) -

Determine when the assessment insiruments will be used to collect data and who will be responsible for collecting the

data (who will be administering the insiruments). Record this infor]nulion on the form on page 43, /

Y

After completing the form, proceed 10 the next section on page 45.

. If there is no manual of instructions for ddmmlslenne a selected or developed Instrument, or i f the fnstructions are
incomplete. you will have to develop a set of instructions. Use the nunde below 1o assist you in developing a set of
procedures,

]

A precise set of directions for administering (he instrument | /
A precise set of directions for scoring the instrument .

Specification of the populaion for which the insument i infended - -
Specification of time required o administer the instrument ‘

Specification of the conditions required tor the adminisraton-of the instrument such as room environmen,

grouping, elc. |
{

: ¢
.

After you have drafted  set of data collection procedures, have Someone in your program teview them to sce if the
procedures are clear and concise. Make revisions if requnred

Recora Cata collection procedures, dates, and personnel on page 43,

After completing the form, proceed 1o the next section on page 43.

10
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WHAT YOU ACCOMPLISHED IF YOU COMPLETED' THIS SECTION

o Determined if st urd instiuctions are available for selected assessment instruments,
o Developed a set of instructions if they were not already available

o Recorded data collection procedures, dates, and personnel
t

;5‘:'

/04 ‘
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‘.

FORM FOR LISTING ASSESSMENT INSTRUMENTS

. o s
-~ List the assessment indtruments vou selécted to evaluate youricgrams and place a check in the apprapriate column,

» '

‘} .
. .

Assessment [nstruments

A)

Standard Instructions
Are Available for;

Administration Scoring

Achievement Tests—Norm-Re‘erenced

!
3
.
J.
4

Achievement Tests—Criterion-Referenced

et B D —e

:L..

Observation Instruments

I,
,
X
AR
J

(Questionnaire

|
2

3

J

Checklists/Logs

]
)
1.
!
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’

FORM FOR RECORDING DATA COLLECTION PLAN

[ aalli
P

Assessment [nstrument Dute Collection Proced ) "
and Objective ata Collection Procedures - ates —-Bfor
s




8, SELECT DATA ANALYSIS TECHNIQUES

Definition: DATA ANALYSIS TECHNIQUE—A procedure applied to a sel of data for purposes of summarization or
display. |

EXAMPLES

. «,”‘

'BASIC DESCRIPTIVE STATISTICS
o ,""_'l

2\1 ‘ !

o Arilhmetic'redn—computing the average score

o Median—computing the midpoint in a range of séorcs

o - Standard deviations—~computing the variability within a group of scores
MORE COMPLETE INFERENTIAL STATISTICS .

o tlest—comparison between two means to tell whether they differ significantly

o Analysis of varkance—~comparison of several aithmetic means o determine whether the means differ significantly

WHAT ARE YOU EXPECTED TO DEVELOP FOR THIS SECTION?

o A recorded data analysis technigue for cach program ebjective




| S

INSTRUCTIONS

. Reread evaluation section of your program document (if you have one). Determine whether data analysis techniques

have been-specified.
If data unalysis taghniques have been specified, determine whether they ure appropriate for each program objective

and accompanying evaluation design you selected on page 27 in this workbook. Refer 10 pags 48 and 49 in this
workbook to determine the appropriateness of your lechniques.

¢

If the specified data analysis lechmques are appropnale for each program objective, turn to page 47 in this workbook
and record them,

IF data analysis techniques are not specified or are inadequate, you will have to select appropriate ones, Refer to the
chart on pages 48 and 49 in this workbook for information that will help you in making an appropriate selection.

Record the data analysis techniques you have selected on the form on page 47.

Proceed to the next section of page 31,

WHAT YOU ACCOMPLISHED IF YOU COMPLETED THIS SECTION
Identified whether dta unalyss techinigues had been specificd

I they had not been specificd, you were able o select appropriate analysis lechniques based on the program objectives
and evaluation design, '




FORM FOR RECORDING DATA ANALYSIS PLAN.
List all the data analysis techniques selected to measure euch program objective. There may be more than one technique for
each objective if you are usmg more than one assessment instrument,

Abbreviated | Assessment o
o Selected Data Analysis Technique

Objective | Instrument . .
| —
1

L , | @ ¥
]
: \‘
4 . n
' \\ | ’
|‘ 5 . \'
A ! ! \\ ! !
47




ADDITIONAL INFORMATION

f RECOMMENDED DATA ANALYSIS TECHNIQUES
A FOR SELECTED EVALUATION DESIGNS AND OBJECTIVES

! Evaluation Designs

!

Example of Objectives
Specifying an Evaluation Design

Recommended Data
Analysis Techniques .

Evaluation Designs Using the Special

“Program (Experimental) Group as a |

S}tu‘n dard'

1. One Group Pretest-Posttest

[:mluatlon Designs Using a Criterion lor
u Standard

l_. Individual Student Cntmon
Mastery Design

a8

Remedial reading students with 80 per-
cent or better attendance will show a
mean gain of 4 months in reading com-
prehension for every 4 months of instruc-

tion. Gain will be measured by the’

CTBS. Level 3 reading comprehension
section. W

The median percentile rank for those
students at Y School; Lnrollcd in the K,
Ist, 2nd, 3rd gradu reading programs
will be 5 points higher for each grade

on a May 1975 posttést than on the Oc- |

tober 1974 pretest for the same stu-
dents. Joe

lat

Every student will correctly respond to
75 pereent of the items on the Reading

Mastery Test given at the complulon of

Rmdmg Unit A,

Derive the arithmetic mean—a descrip-
tive statistic (see statistics book or a con-
sultant for the computational formula)

Derive the median—a descriptive statis-

tic (sce statistics book or a consultant for
the computational formula)

Calculate a percentage—a descriptive
statistic (see statistics book or. a consul-
tant for the computational formula)

o




Evaluation Designs

 Example of Objecliv'és
Specifying an Evaluation Design

Recommended Data
Analysis Technigues

1 Croup Cri.lerion Mastery Design

Evaluation Designs Using Comparison
Groups as a Standard

4

3. Pretest-Posttest Design with

Comparison Group (random as-

sianment of students to both groups)

5. Posttest Only Design with Coin-
parison Group (random assign-
ment of students to both groups)

6. Pretest-Posttest Design with
Noneguivalent -~ Comparisn
Group (students have not been ran-
domly assigned to groups)

Prior to February 1975, 80 percent or
more of the full-lime trainges enrolled in
Graphic Ars in September 1974 will
complee 12 or more of the insiructional
components.

Upon completion of the second year of
the experimental math program, students

participating in the progtam will show

staistically significant gain (.03 level
from pretest to posttest on the lowa
Mathematies Series over those studenls
assigned to the regular math program.
Students completing 3 years of the
Follow-Through Program will score sig-
nificantly higher (,05) level on the 11
linois Test of Psycholinguistic Abilitics
than students who received the regular
school program for 3 yours:

After § months of instruction, 10th grade
students enrolled in the Work Experi-
ence Program will show a statistically
significant gain {.05) level on the Florida
Social Studies Inventory as compared to

the scores made by the control group.

Calculate a percentage—a descriptive
slaistic (see statistics book or a consul-
tant for the computational formulu)

Y

Derive the *'t" test on mean postics!
scores—an inferential statistic (sce
statigtics book or a consultant for the
conj/pululiunal formula)

/ S

[

4

Derive the "™ test- on mean_ postics!
scores—an inferential statistic (sec
statisties book or a consultant for the
computational formula)

Derive the "1™ test on change scores—

an infercniial statistic (see staistics book
or-a consultant for the computational
formula)




I
|

I .
Y, PLAN.F\,OR THE PROCESSING OF DATA ‘
DR THE OFDATA \

Dxfinition: PROCESSING OF DATA—The J{‘yslelpalic treatment of collected data'according to specified procedures

sy
1 ¥ 5

EXAMPLE.

XYZ Achiev:ment Test o Scoring on the primary form to be done by hand

4

Grade equivalencies and percentiles for the primary form to be computed by hand |
b L 4 - oy

Scuring on elementary form to be done by compuler center

Grade equivalencies .« percentils for the elementary form to be done by computer

o Al stuisics 10 be run on the computer e

‘4

]

WHAT ARE YOU EXPECTED T0 DEVELOP FOR THIS SECTION?

o Arecorded plan for the processing of data

W _- R V11



' INSTRUCTIONS

1. Check the evaluation section of your program document (if you have one) to determine whether & plan has been

developea which specifies: (1) how the duta from the ussessment tools will be processed (including scoring, tabuli-

- tion, conversion:of raw mumbers), (2} how the data analysis Iechmqurs will be aprlied, and (3) who will be

-2

responle for processing the data.
I plan has been developed, record it o the for: on page 53,

I there s o plan for the prcessing of the data o be gathered by the bssessment instrutnents, you will have to develop
one. |

. Tum to the recording from on page 33. List your ussessment instruments (use abbreviations where necessary).

Determine what steps will have 1o be performed in order (o process the data your instruments have provided (see the

cxample on page 31). This will include the scoring and tabulation of information responses and how computaciors are-

to be performed. Record this information on the form. (page 55).

Now determine who will perform the sbove steps. Will it be classtoom teachers? The evaluator? Clerical staff? A
test publisher scoring service? Record the information on the recording form (page 53).

Proceed to e next section on puge 39,

WHAT YOU ACCOMPLISHED IF YOU COMPLETED THIS SECTION

o Identified whether a plan for processing data had been developed

¢

o [f no plan had been developed, you were able to develop u plan for processing data gathered from assessment
instruments and for computing using specified data analysis techniques.



FORM FOR RECORDING DATA PROCESSING PLAN

Abbrevigted | Assessment Instrument Steps Required (o Process Data Persons Responsible
Objective _ (Abbreviate) (see example on page 51) for Processing Data
Objective | —
$
"|Objective 2 ‘
Objective 3
=
Objective 1
o ,
Objective §
: {
!
|
f:‘ v \‘
123
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10, DEVELOP PROGRAM-MONITORING PROCEDURES

Definition; PROGRAM MONITORING—Procedures for determining the degree 10 which planned activities are in fact

- implemented | \

. In the previous sections, you have been focusing upon the program objecti\}es and on determining appropriate esign and
procedures. Now you will focus upon the program actvities which have been-designed to accornplish the program
objectives and determing how you veill plan to monitor those activities. ,

C o EXAMPLE ,
Activity | | .Monito‘ring Procedures " Dates ;
Implementation of the Wilcox Monthly classroom visitation Monthly
Reading Program using Monitoring Form 2 Qct-May
| - 45 a recording device
' WHAT ARE YOU EXPECTED TO DEVELOP FOR THIS SECTION?
o A recorded plan for the monitoring of your prograin activities
' Forms to use when monitoring those activites
/




[ £

%

INSTRUCTIONS

. Reread the section of your program document which specifies what activities will be conducted for each program o

objectivc and determine-whethera plan has been developed for lnonitoring tho%e activities during the year;

lfa momtormp plan has been developed, record it on the form on page 57. If there are many columns left blank "

determine the information required and fill in the missing data.

If a monitoring pldn has not been developed determlne what activities you W|ll want to. momtor dunng the operation
of the program and lst them on lhe recordmg form on page 57 in this workbook,

\

Determme what types of momtormg forms you will be using to colleet mformatlon There are samples of monitoring
forms starting on page 59 in this workbook. You may want 1o adopt or adapt some of them or develop your own forms.

Indicue the forms you wnll be using by filling out he second column on the recording form on page 57.

Determine when monitoring will tzke place and record the information on page 57.

Finaly, you will wantto determine who will be doing the monitoring, Indicate those persons in the last columnon the

recording form on page 37. ‘ | B B

After completing this section proceed to the next section on page 65.

'WHAT YOU ACCOMPLISHED [F YOU COMPLETED THIS SECTION

o Determined whether a monitoring plan existed for your program .

o IFitdid no exist, you were able to develop a plan

1

o Selected monitoring forms to use in implementing the monitoring plan

W
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" FORM FOR RECORDING MONITORING PLAN

Activities
to be Monitcred

Observation Instrument

10 be Used

Monitoring Dates

Persons) Responsible
for Monitoring

1

ol
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.
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N
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©© . SAMPLE MONITORING - . =

. , .
]
" | .
| i
'
) - -
iv .
"
.
3 . | ‘ .
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.
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,‘ . SAMPLEMONTORING FORM -
drogih Aciies o iy Ty o Eideiee Avilble d
| Pageyf Phoned? . - : ‘
I | ' - o | |
: | | ' ch No  Kiiown :Obsewati?n ) Rea:ords Conference. Other~~ None' - N
,___ " go o 0 0 0 O O
| o (List A;}ivilies to Be Monitored) \ . |
R _ o000 0 -0 8 0 O
] 10 % 0. 0 O 0 O
4 100 o ¢ 0 oo 8
| ; 0o o0 or D 0 0 0
| o o0 o0 8 00 O
" go o o o oo O
L 3 | 10 0 0 00 .o/ 0
f y 100 -0 0.0 0 0
S _og,n o o g b0
. Bo g-"c 0o U0 0
oL T 6l




‘ . ‘.”“ I:l ,“ : . "o @. ‘ " . : - ) k .
- EXAMPLE OF HpW TO USE-FORM I
] A  Progtam Activties - " Is Activity Toking Evidence Avilble ~— "
B g o Place os Planned? -~ o
S \ - o Nt o
o _' Yes No - Known Observation ~ Recupds : Conferesce  Other  None
o v Reauing instruction in Spanish 0o 0O 0o -0 N 0o 0
o will be given to each child o ‘ ' o
U each day for 20 minutes, , O '

2. Each clissroom willbe respor- .0 [ o - ‘D\ o0 o 0O
sible for developing 3 language L R S
- ognters. v ' '

4‘\’.‘ ' ) ‘ ) “‘ . | .l .

3. Parents wil be encouraged to o0 0. 0 [ il 0. 0O
make one classroom visit per T . '
month to observe their child's . . “

- instructional progsant. - o :
el progrgnt | ‘.
Note: The :'.B(we uctivities are not all instructiond, Aplivities 2and 3 are program-support activifcs.
“ \ \"
f . :




- | SR B

SAMPLE MONITORING FORM 2

' Ac(iviiy Conducted

. . Time Allotted according to Pro-
Instructional Activities | per Activity gram Specifications
- _ ' Yes No
. ' D O
2. . _ 0 O
[ 0O
HL p“
4, 0 d
5. O 0O
6. 0 g4 |
j o
(. . 0 a
8. a o
9 - O 0O
10. P O 0O ,
1 | 0 o
2. 0 0

136



 EXAMPLE OF HOW T0 USEFORM 2

i ‘ . ' ‘
\ ~ Activity Condueted
o Time Allotted | according to Pro-
R Instructional Activities perActivity . - ~ gram Specifications
Ys © Mo
' ! .
: , : !
| 1. Reading instruction in Spanish will be given . 20-Min/Day -0 -0
' to each child,cach day for a period of 20 min.
2. Teachers will insructthei class inhe 45 Min/Week -0 O
folklore of Mexico.
+ 3 Instruction in-math will be given to each |5 Min/Day o - 0
" child in hisfher dominant language. ~ |
Note: All of the above activities are instructional. It would not be appropriate to include program-support activities in this element
4
"
» o4

N

Fy-



LL; DEVELOP REPORTING PLAN

. Déﬂnitioni REPORTING—The supplying of evaluation informati%w decision makers and.community members

i

!"/

, o - TYPES OF REPORING: -

) I T : ¢
Interim Reporting—Repomng that mkes place during the program. Student progress and/or status of the lmplementanon |

of program activities is reported, |, |

L End of-the- Year Reportmg—Rnportm;, that takes place atthe end of the program. Results of the program are compared -
+ 1o program objectives. ‘ : o

EXPECTED PRODUCT

o -A recorded plan for reporting evaluation information

65

.".
L

14
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-\, INSTRUCTIONS

. \ .

In lhlb workbool\ on pages 23 and 24, you have mqrdedahst of data requnreme'ns tobe used inthe decmon makmg N
Process. Delermme which requnrements will necessitité a report, either oral or written.

List the data 10 be rcported on the Form for‘Record.ing Your Reporling‘Plan 0n page 67 Remeriber to look for
duplications in the data required. You will list the requirement only once on the Reporting Plan form, |

[ 2NS )

Add the dates 1o the Reporting Plan form as 1o when the data Is to be required.

et

List on the Reporting Plix form all those persons requiring the information.
Board member o .
~o Superintendent '
Adminisrators h

[nstructional staff
Parent/community advisory committee members
Students | -

- Community agents, newspaper 'éditors. el

‘_l_.

Determine how you will be reporting the LleUd[lOﬂ informatien, Checl\ onc or both of the columns under **Mode of
~ Reporting,”

-

 After you have cor fiploted the RLp()runa Plan torm verify the data required and the’dates wnh cai? of the persons
duwn.xtud to ruuvc the information.

/

Remember to obtain district clcumncc on all reports before they are disseminated.

=

: ! o
7. Turn to the next section on page 69,

Al
1 ) ]

{
'

WHAT YOU ACCOMPLISHED IF YOU CGMPLETED THIS SECTION

o -Developed a plan for reporting evaluation information.

06
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FORM FOR RECORDING YOUR REPORTING PLAN
: e \

R S Report | o, |
i Do Wiols | oo | o | g e | V0 Vi
 Evaluation Data to Be Reported | Responsible Reporting Developed RS Sﬁ Reort? | Report Deta Col
S et e PO O Be U
Written| Oral | Yes | No i oy 3 \
] T
\\
\
\
' !
A
.
..‘
.
b

67

14



‘1 DEVELOPTIMELINETOMANAGE -~ - . .
‘ THE EVALUATION_ACTIVITIES | ,ﬁ | ] g
Definition: TlMELlNE—A management tool which Qrap}ucally shows the funcuons/tasks to be performed lhelr ume |
sequence, and the amou of time esumaled for completion of each’ tuncnon or task ‘
¥ - -\‘ |
o
t , : o - i . _
EXAMPLE.  * = o
' - v
s ' " * 4
al
J U
TR
@4
I el e |2
Months ey |» !
’ I -] Z ol B )
' , C ol e|lng| s "y
Management Functions 12 3 4§ ja|a|Za|0
Select evaluation staff juyy X1 X s '
| Order materials A-A ' 1 XX .
" -

, . . WHATARE YOU EXPECTED 1G DEVELOP FOR THIS SECTION?

, - ‘o A manigement tifneline




lNSTR'UCTlONS v
|-+ Now that you have almosr finished with pldnnrn}, ) for rhe e»aluatron of your program, you will want to develop 2
timeline for managing the major evaluation activities. Check ye :r pragram document (if you have one] to see whether
i management rrmelrm for conducting the evaluauon has .alreddy been developed.

A

[

Iy imeline has been developed, review itto determine whether I rncludes al of the actvites that will bei rmportdnr to
specify for v sing the evaluation. Also, check to see whethér the dates and personnel are correct accordmg {0 your
evaluation .

[ the timein. scems adequate aftef this review, pull rrour of the program aocument and put rtup ona wall where you
gan refar o0 reaulatly,

3o 0fthe. muagement timeline available, you wrll want 1o develop one. Since each program evaluauon will be
somewhai - utgue, you will have to construct your own timeling. On page 72is a sampie of a timeline and how fo fill it
out. Use this as a guide for developing your own. On page 73 is a umelme form which you cen use to record you
management timeline, - ‘ '

On page 74 of this workbook, you will ﬁndallsr of common evaluation-nianagement functions. Select thusr functions
which apply to your evaluetion and list them on the rrmelme form on page 73. You will want to add some of your own
functions which are noi : tstad here, - !

® After you huve'{listed thc functions in sequential order, indicate the span’of time during which each activity will take
' place and note the completion daté. For the former, use the following code: |

’ . -

, A Funcrion 1o-occur on that date

’

Ab Function will ml\e plaec overaperrod of time (er: 0ember9 Oetober 13)

K B Lrsr all the personncl rnvolwd in the evaluation activities in the spaces provided for personnel at the lop ot the
timeline. For example: ‘ | | [\

' g

1 ot '
e 6l eawt 2 o
Cw Ea - "
'-1"1 ™) v . A
L3 RQ |3, = .
oo | 5S|4 ,
0S| o2z £
- S oo ‘ a
aWlal|2n |0 .




N

Check the appropriate boxes after each management function which indicate the persons invalved in that function

o

El
| 3
ES|Ex| .2
FIEE AL
U |
=1 & el Y]
p . ébf E.g" 75 £ ;
Management Functions | f@| &0 Ea |0
| Prepare interim reports X
: \
! . . .
)1 Obtain staff services X | X
\, .
|

4. Ry ew the limeling with the appropriate staff members to make sure you have mumdvd al of the maJor evalualion
tun-tions. Revise the dmeline if changes are required. . .

If the timeline seems adequate after [hh review, pull it oui of the program doeumen[ and put it up on a wall where you
can refer to it regularly,

5. Proceed to the next section of this handbook on page 73,

WHAT YOU ACCOMPLISHED [F YOU COMPLETED THIS SECTION

Determined whether an evaluation timeline existed for your program | o

If there was no evaluation timeling, you developed one.




.
'-JI‘-}

EVALUATION TIMELINE
Time When the Activity . 15
C WillOwr | HE
' z 13 ]
[ 15 'b ‘ E Qa
' Months 418 % el | ®
‘(?omplc- (lulyto July) - "' § E @ | & 1
ton Cr L a AL
Management Funclions Dae 1 23 4 3 778 90 n|&ElsE|E]T
Obtin evaluafon staffsevices 9% . |A+—A| X[X
Onder commerci assessment tools Ik X
Adupt nonstandardized assessient todls | 827 | Ak “1X
Reproduce adapted tools o A X/
Develop data collection procedures 9% | |AH X|
Train data collectors 910 A y X
Select student iassessment sample m 1A X
‘v“.(‘fnmplele data collection schedule 9% | | |A : IXIXXXX
N " ) 3 i -
Administer pretest tools 014 A X| (Xt X
B
f

C 152
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FORM FOR RECORDING EVALUATION TIMELINE

O

ERIC

Aruitoxt provided by Eic:

“Time When the Activity -
. Slult
Will Occur “ 1518 s
8
' sle|2h 18]|e
: I s
Months W Sla|<|a
. Comple- EIEIG alg|s
. ' . slel 2GS 9
tion . , Bl@|E|2IS|E
N k= Y
Management Functions Date 1 2 3 4 56 7 8 9101 R|E|&}E|L[E|0
{
R
,;9"/
v \
: i 73




ADDITIONAL lNF ORMATION

S()ME EVALUATION: MANAGEMENT FUNCTIONS

VAR
. Establish program gols
* Estublish program objectives
Determine necds
Obtain staff services Y
Order commercial. assessment instruments
Adapt nonstandardized assessment instruments
Scvelop data collection procedures for local instraments
Seleet student assessment samples
Conduct inservice trainiy
-+ Coimplete deta collegton sehedale
-~ Repraduce adapted ingt:uments

Train data collectors .~ »

Administer pretest insiruments
Scoreftabulate data

Analyze data

Monitor progran activiics

- Prepare interim reports
‘Submit interim reports |

Administer posttest mslrumenls o

Develop evaluation plan for next year
Prepare summative report

Submit summative repott

v,

KEEP A RI:CORD HERE OF ADDITIONAL MANAC TUINT FUNCTIONS
\'\DE PART OF YOUR PROGRAM EVALUATION 1AK

M "(»,'.

S



s ‘ 13" IDENTIF Y RESOURCES REQUIRED FOR (HE 'EVALUATION
' . _4:- . ! /'.,."'.. . N .
Deﬁ_niﬁ.ont RESOURC“ES——Wha‘t..-y(")"u Hzivé:(); can get to do the job ‘

| * - :’:ﬁ‘: | T -
- TYPES OF RESOURCES
o PerSonnel |
o, ;Materials and Supplies

o . Equipment

o Services

o Space

) o Time
o . Money

~'WHAT ARE YOU EXPECTED TO DEVELOP FOR THIS SECTION?

|
) / ’ ‘
ERIC 157 75
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"~ INSTRUCTIONS

" 1o Review your evaluauon plan as developed in thls workbook. List lhe evaluauon resources and dollars requ1red to
_'1mplemcnl your evaluation plan Use lhe form on page 77 to record thls mformatlon

-2

After lsting required resources and dollars, add the figures inthe colurtns and enfer toils in the spaces marked “Tot

- § Requ1red »

5, Refertoyourwaluauon budget (if you have one)andlocalelheamounls budgeted for each of lheresourcecalegorlcc -
(porsonnel, malriuls, equipment, services) ' '

[nsert the dollar figures you have available ir the Spuces marked “Totul § Availatle.”

4. Now add the *Tolal $ Required " in the four columns. Wnlelhalflguremlhespacemarked GrandTolal Requnred 3
Reqmred t~ o, |

i

Add the~ TOldlSAleldble in the four columns. Write thal flguremlhe space marked ‘Grand Total Available.”

v

Subtrzut those grend total f|gure's. Record l‘he dlfference in the space marked *§ lefel:ence.

If you arc . 1thin yourallolled budgel, con;,ralulauons' You will nol have to make any changes Yourﬁnal planning step -
will be fo oblain approvals on your (otal plan.

A

If you are over your allotied:budget amoun, you will have to resolve the difference. One way t resalve the budge!
difference is to determine whether it is possible to get more money for your evaluatlon If you do getmore money and it s
enough to cover lhe lotal cost of your required resolrces, you may now proceed to page 79.

If y‘ou"cunnol gel any more money for your evaluation, you musl now begin fo modify your eva_luation plans.

Cotsult with your program staff and olher appropriae personnel o help you make revisions and budgetary cuts.

WHAT YOU ACCOMPLISHED IF YOU COMPLETED THIS SECTION

PUS—

o Anilyzed gnd listed the resources required {0 conduct an evaludlion

-1



¢

FORM FOR RECORDING RESOURCE PLANNING .

Evaluation §

Personnel Materals § | Equipmen $ Services §

/

Total § Required Total § Reguired Total § Required Total § Reguired o

Total § Available | Total $§ Available Total § Available Total § Available

Grand Total Reyuired — :

Grand Total Available

$ Difference

1

et d t



You have now developed an evaluation plan. 1T you completed this workbook you were helped to:

o Identify required resources | E
.  The wall chart-accompanying this workbook will serve as a basic management tool during the implementation of the
-~ vy , . T
—evaluation plan. The next pages provide instructions in how to fill it out,

Final note;

4. SUMMARY AND WALL CHART ..

o Define the purpose of the ¢valuation
o Review program needs assessment information
o Review program goals and objectives

o Identfy data requirements
~o Determine evaluation design
‘-o Idéntify assessment instruments

' Develop data collection procedures

o Select data analysis techniques

o Plan for the processing of data !
o Develop program monitoring procedures |
o Develop areporting plan

o Develop a timeline

If you have done a thorough job of completing each section of this Workboek, lt too, will prove to be a-valuable
management tool. Frequent reference to the plans you recorded in the early stages, as those plans materialize, wil

help keep the program evaluation on track. In a very real sense, the Workbook on Program Evaluation, once

completed, is the program evaluator’s tool for monitoring his or her own performance as a program evaluator. It
will prove valuable alsoas you start afresh to pursue the next cycle to enhance the quality of education through
contmumg program improvement,

et

u
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INSTRUCTIONS FOR FILLING QUT THE WALL CHART

You have already completed planmng and recording the evaluation for your program. Key mformatlon which will assst
you in 1mplememmg your p]an is now to be transferred from this workbook to your wall chart,

pages indicated below:

| Thc wallchart contains Ilcolumns The mformatlon to be i, zitten in those columns canbefound in this workbook on the

o Statements of Need ....vvvverivnnnns Peiges 2, 13
) o Program Objectives ................ Pages 18, 19, 20
o Evaluation Design ............. ST Page 2
o Assessment ToolS ....veceiiinin Page 38 .
o Assessment Dates & Personnel ..........+... Page 3 '
o Data Analysis Teghnigues ........coovvvvn, Page 47
o Program Activities tobe Monitored .......... Page 7
o Monitoring Dates & Personnel .............. Page 57
o Key Reporting Dates *...ovvvvvvviviinnnnn, Page 67
o PersonsfAgency to Receive Reports .......... Page 67
o Use to be Made of the DataReport ....... 1. Page 67

Page 81 provides you with a sample wall chart with partial entries. Use it as a guide fdr making and

filing out 4 wall chart of your own.

80
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" SAMPLE OF A PARTIALLY COMPLETED WALL CHART

3

1‘1'

' _ ’ ‘ 1 o " L PERSONS/
‘ ‘ EVALUA: ASSESSMENT | DATA - | PROGRAM, MONITORING | KEY > S USETOBE
. g“gg‘[}m | S%?Smss e l"}f:f;;:::} DNESAND | ANALYSS [ ACTTIESTO | DATESAND | REPORTIN: ?gii%frsvs MADE OF THE
A DESIGN PERSONNEL | TECHNIQUES . BEMONITORED | PERSONNEL | DATES REPORTS DATA/REPORTS
Need: -] 75% of the 3rd grndq Growp | Comprehensive Test | May Compute grade ~ [o Individualized Every month Sept. } October Program Director | Buseline information
To increase reading | studens paticipadng | Criteion  of Busic Skils [ Evaluator & equivalency scores |~ reading program |t May Prerepnt | Advisory Commitie| to dﬁy:lopinslmc-
comprehensin skils | in the ABC Reading | Mastery Assistont detenmine % meeting|  activiies : tonal plans.
of Jrd & 4h grade | Program will scoreat | Design | Teacher-made ine | the eriteria, Program Evuluator & Febru.r) Program Director :
students so that they | grads level or above lerim ¢rterion- | Seplember ’ Usa.gcofhlcuming Evaluation Assistant | Inierim Repurt | Progess of students
will be t grade level | on the CTBS Reud- referenced test | Junuary Tally of taw seures | cenlers Disrict Sup., Pro- .
by the end of the dth | ing Comprehension Classroom teachers Yine gram Director,Board| Petermine whether
instructional year. | sublest given fter 8 o Percent of time Pt of Educ. Advisory | to modify progeam.
months of ! allotted to read: I wadion . | Commitlee
spesialized instuce ing instruction I Program
on Mudification
100% of thedth | Growp | Comprehensive Test | September Compute grde o Indivicualize Every month Sepi. 1 October Prograr Divsior | Baseline nformation”
gmdeslun{enlspunic'- Criterion | of Basic Skills - |equivalencyscoresd  reading pragram |thry May ;Prmcpon Advison Ciu anittee | to develop institc:
ipating i the ABC | Masery May determine % mecling|  uctivities . " | tiomal plans,
Rc:ding'progrum | Design [ Teacher-made in- the criteria, . ProgmmEvnluuw'E' February Pragram Director
for at least 1 years ferim crterion- | January o Usage of learming | Evaluation Assistoal ¢ nlerim Report Progress of students
| will score t grade ' teferenced test centers et Supt., Pro- | Program Modifica-
) fevel on the CTBS Juae gram Director, [ tion
| Reating Compreben- o Percent of me Furtlen ; Foerd of B4,
" | sion subtest. alloted to read: . "mormalio. | Alvisry Determine whether
ing instruction | committe o continue program -
o
! &
t
1
l .
!
8]

(3}

0
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* INFORMATION ABOUT EIP MATERIALS AND WORKSHOPS
| lnformanon about ordering Evaluation lmprovemen Program malenals about Evaluation lmprovemenl Program workshops lhat lse
these materals, or about making arrangements for specially scheduled EIP workshops for local, regional, or state inservice Waining
programs may be obtained by wriing or telephoning the Evaluation [mprovement Program at Educational Testing Seuvive, Room
P-069, Princeton, NJ 08340, (609) 921-9000.or at any of its regmnal offices llsled below. '
REGIONAL OFFICES OF EDUCATIONAL TESTING SERVICE

AN Peuchtreé'Rnad, NE , 960 Grove Street

Suite 1040 . "~ Evanslon, illinols 60201
Allanta, Goergia 0326 (312) 869-1700
(M) 2627634 .
I " GPO Box 1271
3724 Jefferson, Suite 100 = - " San Juan, Puerto Rico 00936
Austin, Texas 78731 (809) 763-3636, 3640, or 3760
(512) 4528817 . '
‘ One Dupont Circle
1947 Center Street Suite 310
Berkeley, California 94704 Washington, D.C. 20036
(415) 849.0930 (202) 296-5930
| . : ‘ 2200 Merton Avenue | 2 Sun Life Executive Park
' “Room 216 100 Worcester Road
Los Angeles, California 90041 ' Wellesley Hills, Massachusetts 02181
(213) 254-5236 : : (617) 235-886! or 8860
' 3
r '
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